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In 1line with many discussions with yourself and members of the [ |Staff it is 25X1
desired to outline some of the determinations made for reference purposes and for

the guidance of all concerned, pending such time as 1s necesaary for more definite
instructions to be issued in the form of correspondence or marmal from Washington
Haadquarters.

PERSCONNEL DOCUYFNTS

1. For locally employed personnsl on a per annum or j-week rerlod basis, an action

as prescribed by the Chief Civilian Personnel Division, Washin-ton, D. C., & sample

of which was lorwarded with undated seven page letter to you | | 25X1
should be executed: (a) When an applicant is accepted for a position| | 25X1
|1:|(b) when it is necessary to promote or demote such individual; (c) when it

$ necessary to reassign the individual to another position within the off'ice; ()
when it is necessary to change the name of an individual on the payroll (usually
occasioned by marriage or through court order); (e) when it is necessary to remove

the individual from the payroll such as for scparation (regardless of c ause) and

for disciplinary action if the employe will be carried in a non~pay status for a

- perlod of 30 days or more.

2. For persomnel required on an intermittent or per “our basis the forms mentioned
above, &3 revised when necessity arose, should be exscuted.

3. One copy of each action must be forwarded to the Chief, Civilian Personnel Nie 25X1
vision and one copy must be forwarded to the Chief, Finance Nivision, both in
Washington. It is my understanding that the Chief | |

[ | in %ashington also desires to receive a copy of each document.

4+ An affidavit "Strike Agalnst the Government® shall be executed for each new

locally appointed employe entering on duty | J regardless of 25X1
periocd of employment, and even thourh the individual ngy be Joining the Apency as

a transferee from another Government Organisation. '

5. It is not necessary that affidavit forms be executed prior to payment of person-
nel reporting for duty from the organisation in Washington for the reason that
Washington will execute required papers on all personnel appointed there prior to
departure for overseas installations.

PrasovnEL Besvaest Ho. == _4 17 RS,

. e 1o Clase [
detrnikrican Civil ce emplove
sehpkenwil T yo déubd (P /some informa~

Wil Aegre tecated as donfidantia

Paie: 94 00T 018 - Bee 25X1

ZA000200040017-4

1. Separate folders shculd stablished
reporting for duty at the Headquarter
tion to be placed in those folders that you

Approved For Releamwf KA




Approved For Release 2003/03/28 : CIA-RDP78-04914A000200040017-4
25X1 1 -2~ 29 March 1947

2. As you suggest, it does not appear necessary to maintain separate folders for
locally appointed subjects. Howewver, in accordance with ,our desires there ap-

25X pears to be no objection | | to maintain a =eparste folder for the
personnl in each Section. ‘The sctions should be placed in the folders in Alpha-
betical sequence and the last action issued should be securely fastensd at the
front of and to other actions for the same employe to avoid possible clerical error
in referring to the actions.

RECLASSIFICATION OF PRRSONNEL

1. Administrative instructions have been issued in Washington, D. C., covering
steps to be followdd in requesting that an American Civil Service employe be re-
classified, and for other purposes. 3ince those instructions and the necessary
forms have not reached your heaiquarters it is suggested that a letier request be
presented to the Agencies Personnsl Officer for instructions that have already been
issued with the further request that your miseion be placed on the mailing list for
all amendments to such instructions and for subsequently issued directives.

2. Before a lecally appointed official is promoted a survey should be mede to de-
termine what other U. S. Agencles and the local Covernment are paying for the same

or simllar type of position. Your findings, together with name and a complete list

of duties that the individuval is performing, or is expected to perform in relation

tc the proposed increase should be forwarded through the Chief Washington to 25X
the Chief Civillan Personnel Divisicn, allowing sufficient time prior to the pro-

posed effective date of promotion to permit ¥ashington to disapprove the action if
necessary, [or budgetary or other reasons.

3. It is the policy of Washington Hoadquarters to execute personnel actions for

appointments, reclassificaticns, demotiocns, etc., effective at the beginning of a

pay period. When it is at all possible it is recommended that the sams policy be
25X followed in the | 3

PAYROLL PRIPARATION

Inasmuch as Payroll Preparation and processing is closely related to personnel ac-
tivities and since this will be used as a ;uide by more than one clerk in your

25X1 | | 8ection, it seems advisable to list Fiscal comments for each subject
immediately following discussions, to permit resady use of this memorandum without
reproduction.

The requisites for placing a locally appointed subject on the payroll and the re-
cords that should be maintained in relation thereto are as herein after listed:

1. An appropriate personnel action shall be prepared prior to the expected En-
trance on Duty Date (EOD date) notifying the incumbent of the action that the or-
ganisation has taken with respect to his application and setting forth the date
that he is expected to report for duty, stipulations with respect to salery, nature
of employment, etc. (See Page 1 Para Ho. 1)

2. When the employe reports for duty the affidavit heretcfore mentioned should be
immedlately issued.
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3. ¥hen an employe enters on duty 3tandard Form No. 1130 shall be promptly pre-
pared and posted showing required datas, such as complete name, period of record, _
Entrance on Duty Date (in remarks column) add the regularly assigned tour of duty.
Any sbsence tsken by the employe, regardless of type, shonld be recorded om this
form and must be initialed by the individual taking the leave to acknowledge the
abgsence., ILeave is to be charged in maltiples of hours and is to be credited in the
ssmwe manner. (Current leave laws and regulations, which were once dispatched to
this Hesdquarters, but which did not arrive, will be forwarded t¢ you from Washing-
ton upon my return.)

4s During or at the close of a pay period an individual Farnings Record Card should
be prepared and posted showing required information. Prior to preparation of the
payroll Tor the period the amount of salary due the employe for the pericd will
be posted, using as a basis for com tions, the entrance on duty date (if indi-
25X1 vidukl was not paid by the for the preceding periocd) and the informa~-
tion reflected on the time and stlendance report (Standard From No. 1130). The
payroll should then be prepared from the data appearing on the Individual Earninzs
Record Card since this record will contain all information required for psyment
purposes as transcribed from personnel documents, etc. A sample Earnings Record
Card containing the essential columns for record purposes is attached for your con-
sideration. Since this form is agreeable with you it should be reproduced and
placed In use. As has bsen mentionsd, the Organisstion is interested in all pay-
ments made plus other documents is ued for the period beginning on 29 December 1946
and for each pay period thereafter, and the established record card should be cou~
pleted for sach pavmen gif{ecied § BRlary g £ €@ A rannes afte

£7 8 d Jt 2Tad Linia
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25X1
25X1 5. It has been notsd that the| | in addition to maintaining Standard
Form No. 1130 is also employing "Time Card™ identif P OT PSe i
it is understood was in use during the time _ 25X1
25X 1 [} Since this is & duplication of effort Form No. P5-3 should be discontimued.

Any such records contalning only postings made for periods on and after 29 De-
cember 1946 may be destroyed after insuring that Standard Form ¥eo. 1130 has been
prepared for each individual.

5. There appears to be no objection to maintaining the daily "sign in and out re-
cord® for the purpose for which it was installed, but it may be found advantageous
to shorten the remarks column and sdd a space to signing in and out the second
shift of the day and have personnel utilise Standard Form No. 1130 for this pur-
pose and thereby eliminate an sdditional duplication of effort and 2 clerical

25X1 urden. mist manually sign Standard Fornm
No. 1130"5?555 CcIo8e oI each bi-weekly period.

7. The system for handling payrolls for U. S. Citizens {Civil Service Personnel)
differs from the above to the extent that salary is computed in mccordance with
Salary Schedule No. 26 approved by the General Accounting Office and personnel
actions for such employes are always executed in Washington, D. C. A Cost of
Quarters and Living Allowance is psid on Standard Form No. 1069 in accordance with
the provision of Bureau of the Budget Circular A-8 (as amended) and the authorisa-
tion set forth on Standard Form Ne. 50 (Personnel A-tion). This Form 1069 is now
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being completed properly and sinece it is self-explanatory time need not be devoted
to it. ’

8. Appropriate notations clearly explaining other than self-explanatory payments
should be placed in the remarks column on payrolls opposite the employe's name or
in a footnote properly referenced to the individual in both the remarks column and
in the footnoie. Examples sret

a. An Mmtam on duty on a %AE (when actually smployed basis) at the

25X1 rate of one on 26 March 1947 and worked each day c xcept Sundays during
the pay period ending 5 April 1947. The notation in the remarks column or in the
footnote should read "Bumploye FOD 26 March 1947 WAE, sxecuted affidavit 26 March,
pald on this roll for 10 days from 26 through 29 March and from 31 March through
5 April; not subject to retiseent.” The numbdr of days identified should be listed
for this type of an appointment on each payroll processed, as the number of days
that he was regquired to work would never be evident through examination of the
computation.

b. An empleye in a Civil Service Status on a Per Eooum appointment reports in
25X1 on 27 March 1947, but he last received pay for the period ending 8
h 1947 through Washington office, The notation on the roll would read "Fm-
ploye arrived for duty this Headquarters from Washington, D.C. 27 March 1947; paid
on this rell for the periods ¢ to 22 March and 23 March through 5 April 1947. He
was 1ast paid on Bureau Vo. XNo. Disbursing Officers Voucher No. paid by
Symbol No. on 8 March 1947." Youcher numbere and name of
Uisbursing Officer will be supplied in the event of a tramsfer of this nature by
the Washington Flacal Office. On the first payroll processed for this type of an
employe after the official personnel mction has been received from Washington, a
notation should be shown in the remarks column to the effect that the individual
was transferred by Personnel Officer from Washington, D.C., giving date (usually
date of srrivall. :

¢. An employe on a Temporary Fer Annum Basis enters on duty 24 March 1947.
The notation in the remsrks column and/or in the footnote should read (provided
employe rendered service each day as assigned) somewhat as follows: "Appointed
on Terporary basis not to exceed 1 year. REOD 24 March 1947; affidavit executed
same date; employe not subject to retirement®.

d. When a WAE employe is separated effective COB {close of tusiness) 4 April
1947, the notation in the remarks column on the payroll should read somewhat as
follows: "Separated COB 4 April 1947, pald on this roll for 6 days 6 2/3 hours
daily from 25 to 29 March inclusive and for 6 2/3 hours on 4 April, name will not
be shown on subsequznt payroll from this station®.

_ e. A Civil Service employe departs for the United States, Washington Head-
quarters for a permanent change of station on 17 April. The notation on the
payroll should read In effect that the individual departe: for Washington on 17
April 1947-—-payment responsibility transferred to that station effective 6 April
1947. FEaploye last paid for the pericd March to 5 April on Voucher YNo.

25X1 |_ on 7 April 1947, employe's name
will nolt appear on a subsequent pgyroll from this station.
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f. An employe who entered on duty on a& Temporary per Anmum appointment on
29 December 1946 who had teken no amwal leave ssparates on 29 March 1947, after
rendering a full 40 hours of service during the pay period ending 5 April would
be paid one-half the bi-weekly selary plus 6 days of terminal leave and the nota-
tion in the remarks column should clearly show how the payment was arrived st with
a further statement that the omme of the individual would not appear on a subsequent
25X 1 roll from the [ |Headquarters, ‘ :

9. Immediately after final salary payment is mede to an individual, whether locally

25X1 sppointed in[ Jor in the case of Civil Service personnel when they arc returned
' to Washington or transferred to another mission, all leave records (SF 11%0) should
be dispatched to the Finance Division where & post audit will be performed and the
records retained, After the record of leave arrives in Washington, should it ever

25X1 be necessary to advise the | | of an overpayment or to make inquiry with
respact to any nt, sufflcient facts and transcripts of records will be supplied
25X 30 permit the Office to take appropriate action. In view of this no dupli-
cate records need or should be maintained in the [ | 25X1

i, In view of the mmsll number of purchases that will be required in the [ | 25X1
25X1 [ ]and since you have made an excellent start with your lease agreement and

other contract, it appears to be necessary only in this respect to suggest that you

devise a purchase order form somewhat similsr to the sample (Form Vo, 36=1) which

was sent from the Services Division for your open market accounts. At the close of

esch month one copy of each purchase order issued should be forwarded to the Chief

Services Division, Washington, D.C. One copy should be supplied with other documents

to the Chief Finance Division Washinston, and in the event that non-expendstle PYOD-

erty is procured one copy of the order should be directed to the Section 25X1

with your repert of property received, The reference to the paren organisation 25X

should be omitted from Ferm No. 36~1 at the time it is reproduced in accordance witl

your recommendation and the suggestions of the varim| |

The original and two copies of aach contract or lease i) TS orwarae

to the Chiel Zervices Division Washington for examingtion, numbering end dispetching

to the Fiscal Section as required by existing instructions.

2., The Budgﬂ%&cceuntmg #orms that rece-:tly arrived should not present any

25X1 problems to the Staff and, like the procurement forms, they appear to be con-
clusive for your operations and the instructions furnished in esch case are suf-
ficlently in detail to mske it unnecessary for comment with respect thereto, Should
questions eventually arise prompt advice will be supplied from Washington upon re-
celpt of your inguiries in the applicable offices.

3. In compliance with your request the expenditures in connection with the Fetty
Cash authority bestowed upon you by the organisation have been examined and found
to be in order with one exceptlion, that being the paid reselpts attached to the
origingl voucher have been in a few cases listed in the local language and have not
been translated or converted to the Fnglish langusge. General Regulations require
that when an account is billed sgainst an organisation in other than the English
lensuage, such bill be converted prior to payment.

|
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IRAVEL

1. The| | | @s you indicated has experienced 1ittls difficulty in this regard
a8 there was never an occasion for other than travel within the near vicinity where

government facilliies were avallable until the directive gyijd_&r_mug&ml
with an officlal of the | You

weuld no doubt have been handicapped if the undersigned had not been avallable with
%oﬁ' tram sportation requests and it is posaible that you could not have reached
by the time required. Therefore, it is suggested that you present a request
to the Organisation's Transportation Officer in Washinston for & hook of transporta~
tien requests to be retained for such smergencies. :

2, Since there is doubt in cur minds as to your euthority to issue a travel order
for the trip to[ ] clarification of this point will be obtained upon my return
to Washington, D.C. It is suggested that vou withhold certification of your per diem
secount for the trip untdl advice is re red from Yas as t.0 what by

3 & L b L : o

[your travel order will no doubt be
, . hg ton response to your request, in which case, in view of our con-
vergation with the Finance Officer | your veucher will likely of necessity25X1
be certified and processed in Washinglon, D.C., as no inmtructions have been furnished
| lexcept in the form of advice that he may accept aceounts certified
by employes of the organisation, neither has he received any d irective to the effect
that you are authorised as Chief to sign travel orders, even though he
did consent to preocess the accoun connection with your I:Itrip. I shall make
& concerted effort to caise some information to be furnished to Pinance Of- 2og5X1
ficers servicing the organisation upon return to Washington, D.C. We shall also st~

. tempt to supply you an extra copy of the organisation's administrative instructions

as would be of interecst to the Finance Officer for his advice. Yie both see his
point of view and appreciate his position.

PROFERTY

dvice will be given to the Property Section in Washington that you are currently in
the process of submitiing a correcte re port on property and as you requestad, they
will be notified that the trip to | | and your voluminous negotiations such as
srranging for office furniture, operational space, the recent move of the office and
the many other fgctors may ¢ ause your report to be somewhat delayed. Your suggestion
of returning the surplus radics and the t{ypewriter that may not be placed in
& usable condition be returned to avoid a billing for unserviceable squipment, appears
sound and if possible such items should be returned at an early date in order that

your adjusted property report will not have to be further adjuasted soon after sub- 25X 1
miszion, ’

With respect to your two and supplies that are being held by Customs in

[____Jit is thought and hioped that our discussion with a personel friend will obo
tain desired resulis,

DISBURSEMENTS FOR 1948 FISCAL YRAR AND TUERFAFTE:
Hany advantages would be resalised in ny opinion if arransement :
your accounts to be handled through the | |
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1:3 that you would be dealing directly with the Finance Representat

gi ob;grvations, would result in a great saving of time. pxt ist:ag::t:gigg;ti:hy "

fcgh cipias of sach voucher that are new required could be reduced to a meximar

:re e or iinal and 4 cupi?s and possibly less than that, Several systems that we

neca?:irrt;nsely c:gfronmd with could be eliminated should such change occur, and of

T vaxés changes in. currently employed systems would be essential, Mt any
Jects covered during my stay in | may be followed rezardless of sub-

sequent disbursement arrangements. Co i
seq ange ‘ mplete instructions and/or advice will be
furnished where necessary after determinations have been made/md detaila have been

worked out in Washington in connection with subsequent distursement arrangements.

To conclude pbase permit me to ex

_ press iy groeat appreciation for the o 2 ‘
l::b;‘d sznaideratim received from you and all of your staff with whom ?ogﬁ&ﬁfa =
ll?ﬂ:;d ged ;c:o have contact and discussions during my stay | | Tt was 25X1
;mple z;ur %h ea:g-: to be afforded the opportunity of becoming acquainted with the
mployes, the ce and the many local problems with which you are gll confronted.

25X1

e
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